OBJECTIVE
Position in business administration which will utilize my extensive experience in an office setting

EXPERIENCE

1993-1994 BOOKKEEPER

Child Crisis Center of El Paso

El Paso, TX

· Processed monthly accounts receivable and monitored for compliance with contracts for federal and state grant amounts

· Processed accounts payable on a semi-monthly basis

· Prepared and processed semi-monthly payroll, including quarterly payroll reports and year end W-2 information

· Prepared all monthly financial reports for the Center and the Discovery shop which was submitted to the Board of Directors

· Reconciled checking accounts for the Center and the Discovery Shop

· Elected to the Discovery Shop Board of Directors

1984-1992 OFFICE MANAGER

Woodridge Medical Associates

Cranston, RI

· Set-up and organized business office for new multi-physician internal medicine practice

· Developed office policy and procedure protocol

· Hired, trained and supervised office personnel

· Responsible for payroll, accounts receivable, accounts payable 

· Automated accounts receivable

· Prepared and provided reports for accountant and 401K program

· Purchased medical and office supplies and equipment 

· Conducted annual review of ICD-9CM and CPT codes to conform with fee schedule

1981-1984 PERSONNEL ASSISTANT

Dryvit System, Inc.

West Warwick, RI

· Responsible for fringe benefit and  personnel administration for a company with 4 plants and approximately 200 employees in the U.S. and Canada

· Supervised assistant payroll clerk, counseled employees, revised policies and procedures

· Automated personnel department and records

· Communicated and interacted with all levels of management

1978-1981 BOOKKEEPER

Warwick Emergency Room

Warwick, RI

· Responsible for payroll, accounts receivable, accounts payable

· Maintained personnel records and staff schedules

· Automated general ledger

· Admitted and discharged patients

1976-1978 SENIOR REVIEWER

Metropolitan Life Insurance Company

Warwick, RI

· Supervised nine staff members and completed employee merit reviews 

· Reviewed and processed dental claims

· Researched benefit coverage and policy limitations

EDUCATION
Bryant College (Evening Division), Smithfield, RI




Personnel Administration Program, 1982-1983

